TO:

MAERB/CAAHEP Surveyors

FROM:

MAERB Program Manager


312-392-0155
Subject:
Checklist for Site Visit
The following checklist is provided to assist you with making travel arrangements and in verifying that all the steps of the accreditation site visit were completed.  Your access to this material is dependent upon your accessing the SharePoint site.  
STAGES PRIOR TO THE SURVEY 
1. Team Coordinator (TC) contacts Team Member (TM) as soon as the site visit information is received to plan the following:
· Discuss travel arrangements and plans prior to contacting Foremost

· Assign specific pre-meeting tasks, such as who will take responsibility for reviewing the syllabi and curriculum map as well as checking the cognitive objectives on the syllabi, who will take responsibility for checking the psychomotor competencies and so on 
2. TC contacts the PD as soon as the site visit information is received to discuss the following (see sample emails in Documents folder, L. Sample Emails):

· Travel information

· Special needs of the team (if any)
· The site visit agenda
· Computer/printer needs during the visit (Program Directors are told that the team will need to use a computer, but you should confirm with the PD what you might need.  Don’t make the program set up machinery that you will not use.)
· “ARF Raw Data Submission and On-Site Electronic Documents” handout, as it is imperative that the Team Coordinator review the checklist in detail with the Program Director prior to the site visit, so that all parties understand what documents need to be on hand during the visit. (See Policy 2.7).  Special Note:  The MAERB office will be reviewing the ARF raw data for the site visit.  You can remind the Program Director that the material needs to be submitted one week in advance to the SharePoint Site. Initial Accreditation programs do not submit ARF materials. 
3. TC and TM make travel arrangements in accordance with the plan that was established during initial contact with the PD. It is vitally important that the Team coordinate/discuss travel prior to calling the Travel Agency.  You should make the travel arrangements at least thirty days in advance through the Foremost Travel Agency.  The travel agent will help you with the following:  

· Air travel and coordination of arrival
· Hotels, relying on the program’s advice (Rates should be $70-100 for rural areas/ $100-150 for urban areas.) and ensuring that you are based at the same hotel.  
· Proximity to institution

· Availability and cost of shuttle/taxi to and from hotel (if available)
· Availability of restaurants in or close to hotel

· Rental Cars

· MAERB allows for rental cars only when necessary, as the program should help with the ground transportation

	IMPORTANT NOTE:  MAERB uses Foremost Travel Agency to arrange for Surveyor travel and hotel.  If you have not used this service before, you will need to fill out a travel profile at www.foremosttravel.com/index_profile.html.  You need to do that only once and then your information will be on file.  To arrange travel, you can either email or call Foremost Travel using the following contacts:    

Foremost Travel phone numbers:  800-225-7185 or 312-726-4492

Foremost Business Hours:  Monday through Friday, 8:00 am to 5:00 pm (central)

Foremost Travel Agents:  Kristy or Dan

Email:  Kristy  kristy@foremosttravel.com or Dan  dan@foremosttravel.com  

24/7 number for travel emergencies due to weather or delays:  (800) 544-0971


4. TC and TM communicate and cover the following after the initial contact with the Program Director.   
· Establish a meeting time for review of findings, prior to the visit 
· Review the OSSR forms (Word document and Excel curriculum sheets) together for clarity of the upcoming tasks  
· Assign specific pre-meeting tasks, such as who will take responsibility for reviewing the syllabi and curriculum map as well as checking the cognitive objectives on the syllabi, who will take responsibility for checking the psychomotor competencies and so on 
· Identify no more than five samples of assessment tools and request that information from the Program Director no later than two weeks prior to the site visit (you can do it much earlier).  Make sure you get the samples at least a week before the site visit
· The Team should meet at least three weeks prior to the site visit to discuss the review of the syllabi:

· Discuss any problems with the syllabus such as the following: 

· MAERB Core Curriculum cognitive objectives and psychomotor and affective competencies that are not included. 

· Grading Policies that are not clearly established on the syllabi.  

· Any other items of concerns  

· Determine which five curricular samples will be requested from the Program Director 

· Discuss any other missing items from the Self-Study that need to be requested from the Program Director
· After the meeting, contact the Program Director with a list of items that need to be uploaded to the SharePoint site or available at the Site Visit, a decision that the Team can make. 

5. The Team should meet either the night before the site visit or a couple of days before, depending on travel schedules, to discuss the following:

· Discuss the curricular samples and plan the curriculum meeting, referring to the Site Surveyor Scripts and Sample Questions. 

· Make a list of other curricular items to request to review during the site visit.

· Make a list of specific questions to ask about specific areas that are being taught and how they are taught.

· Follow up with any questions about the samples.  

· Consider the items that need follow up.  
· Review the “Self-Study Review Form” to see what questions still need to be followed up on.   

ITEMS TO TAKE TO THE SURVEY
· SSR (Word document and appendices), in SharePoint
· OSSR (a Word document, as well as Excel documents for the Core Curriculum), in SharePoint
· 2022 Standards and Guidelines for the Accreditation of Educational Programs in Medical Assisting
· Personal notes, based on one’s review of the SSR and/or MAERB liaison requests

· Laptop computer
· PDF of the most recent ARF in SharePoint 

AT THE SURVEY
Completion of the On-Site Survey Report (OSSR)
You will receive a folder containing the OSSR, which is divided into two sections:  1) a Word document that focuses on the Standards and Guidelines and 2) three Excel Documents containing the MAERB Core Curriculum in a SharePoint site that is private to the surveyors.   Instructions for completion are embedded within the report itself.  

AFTER THE SURVEY
1. The following tasks need to be completed:
· TC completes the OSSR (Word document and three Excel documents)
· TM concurs and signs
· TC finishes the OSSR (Word and Excel) and the Institutional Staff review Form within the specified SharePoint site within 7 days of the site visit and notifies Leah Millett (lmillett@maerb.org) by email of its completion.  
· Both surveyors send Travel Vouchers (with receipts) to accounting@maerb.org. Please keep the Travel Voucher in the excel format, but you can PDF the receipts.  You must download the Travel Voucher from the SharePoint site.  
· Fill out peer evaluation at the following link: https://www.surveymonkey.com/s/surveyorevalpeer
TRAVEL EMERGENCIES
If there are any travel emergencies such as canceled flights or weather issues, call the 24/7 number for travel emergencies due to weather or delays: (800) 544-0971
MAERB CONTACT
In case you have an urgent question/problem during the visit, call MAERB at 312-392-0155 and dial Jim or Sarah’s extension.  If there is an emergency on the weekend prior to the visit, contact Sarah Marino at smarino@maerb.org or call 312-392-0136.   Sarah does not guarantee accessibility on the weekends but will certainly try to contact you if you have any questions.  If you don’t receive a response in a timely manner on a weekend, rely on your own judgment in terms of travel issues.  
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